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Paperless Bill Sign Up Instructions 
 

Things you need to add another account in the Customer Portal: 

 Your Customer Portal Email and Password 
 Your Online Billing Account number 

 
Step-By-Step Guide: 
Step 1 - Login 

 From our Utility Billing web page click on Online Payment 
 On the Client Portal screen enter your email and password, then click on Login 

 

Step 2 – Ensure you are in the Accounts view.  If not, click on the "Accounts" link at the top left 

 If you have not set up an account, you will automatically be taken to the “Accounts” screen and will need to add an account before you can continue. 
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Step 3 – Click on the “Paperless” button that shows “No” 
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Step 4 – The window below will open, click “Confirm” to continue  
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Step 5 – You are all set, now you will receive your bills via email. You can click on another icon or Log out 
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